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Transactions 

- HRBEN0015 

9-29-16 

Print Confirmation Statement 

See Change Record at end of document for updates to this BPP. 

Trigger: 

Employee contacts Agency HR Representative and requests Confirmation Statement. 

Business Process Procedure Overview: 

The Confirmation Statement should be available for distribution upon request from the employee. 

Access Transaction: 

Via Menu Path: SAP menu >> Human Resources >> Personnel Management >> 

Benefits >> Forms >> HRBEN0015 - Confirmation 

NOTE: Your menu path may contain this custom transaction 
code depending on your security roles. 

Via Transaction Code: HRBEN0015  
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Procedure 

 

1. Update the following field: 

Field Name Description Values 

Command White alphanumeric box in upper left 

corner used to input transaction 

codes 

Enter value in Command. 

 

Example:  HRBEN0015 

 

2. Click the Enter  button. 

 

Information 

You may want to enter this transaction code in your Favorites folder.   

 From the menu at the top of the screen, choose Favorites > 

Insert Transaction. 

 Type in HRBEN0015. 

 Click Enter. 

To see the transaction code displayed in front of the link in your 

favorites,  from the menu at the top of the screen: 

 Choose Extras > Settings. 

 Place a check next to Display Technical Names. 

 Click Enter. 
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3. Update the following fields: 

Field Name Description Values 

Personnel no. Unique employee identifier Enter value in Personnel 

no. 

 

Example: 80001036 

 

 NOTE: The report can be run for different time periods.  Just select the period you want 
the report to cover before executing it to run. The report defaults to: Today.  For another 
time period, click the Other Period radio button and enter the date range in the Period – To 
section. 

 NOTE: This report can be run for one or multiple personnel numbers. For multiple 

Personnel numbers, click the Multiple Selection  button and enter multiple personnel 

numbers in the Single Value column.  Click the Execute  button. 

4. Click the Execute (F8)  button.  
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5. Check the box in front of the line items you wish to print. 

6. Click the Display form  button. 

 

The confirmation statement is displayed. 
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7. Click the Back (F3)  button. 

8. Click the Print form  button. 

 

9. Check the Print immediately checkbox. 

 NOTE:  It is recommended to choose to print the statement immediately (rather than it 
going to a queue), deleting the print job after being printed (rather than taking up server 
space while being kept), and choosing not to print the default system cover page, unless you 
are printing on a popular printer and need to separate your confidential material from that 
of other users. 

10. Click the Print  button. 

The OSC HR/Payroll system will print the confirmation statement, and open a new window with 

print confirmation information, which then may be closed. 
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11. Click the  button. 

 

Once your confirmation form is sent to your printer, the system will return you to the Print 

Confirmation Form screen.  You will see a green check in the status column if the form actually 

printed on your printer. 

12. Click the Back (F3)  button. 

13. Click the Exit (F3) button. 

 

The system task is complete. 

 

Change Record 

Change Date: 9/29/16 Changed by:  L Brown 

Changes:  New BPP format 

 Updated all screen captures due to SAP upgrade to SAPGUI 7.40 

 Step 3 – added new text to both NOTES 

 


